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OFFICE OF TRATNTNG REGULATION NO. 25-4 11 May 1962
L™ SUBJECT  : TRATNING REPORTS

REFERENCE : (TR Regulation 1-1, Mission and Functions
oi the Office of Praining

RESCISSICON :  OFR Regulation 25-L, ) November 1940

Lo GEFERAL

This regulation eatablishes tha poliey, assigns responsibilities s
and preseribes procedures for preparation and disseninetion of
written iraining reports on performsnce of studants in aourses
conducted by the 0ffice of Training.

2. POLICY

2. AL the conelusion of every course, including tutorisl instruction,
& tralning report will be submitted on esch atudent seccording to
Frocedures oubtlined in this regulstion.

k.  Exceptions to this poliey will be Covert Training sné eny other
instruction which the Director of Training mey specifically exempi.

¢. Reports will be prepared in sccordanece vi’th Format 4, B, or ,
-/ shown as attachmente to this vegulatiom.

4o RESPONSIBILITIES

a8, Chiefz of Schools will develop methods of eppraising progress of
sbudents in courses, will determine the formst for reports, and
will review all reports before distribution.

L. Chief Instructors will prepare reports on students in eccordance
with the instruetions and procedures outlined in Paragraph 4.

¢, Chief, Assessrent and Evalustion Staff, will meintain OTR's
offielsl file of training reports and will answer inquiries on
achievement of students in relation to test and assesument date.
Reports vhich conprise only a certification of attendance will
not be retained by the ALE Staff and the OIR file copy of clerical
training reports will be retained for only twe years after comple-
tion of the training.

d. The Registrar will exemine reports for complisnce with this rega-
lation and will éistribute them me proseribed in Paragraph 44.
The Registrar will enter pertinent dats regarding satisfactory
completion of courses in the Agency Training Reeord.
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SHATNING REGULATION NO, 254 1L May 1v62 i
1o Teeining Heporis E
’:k B ’u'&fﬁ J{%{ :
. A report will be prepared on esch student oificlally regisv Gered
In & course.

W,  Aeporis will bs prepared aceordiog Go one of Ghe following formsts. 1
{1y 6 - is used vhen certificebion of & =@ only is }
e snd bhere is oo rebing of the atudents perfornence. i

{2} ’is ased when the geudent s periorean:e is deseribed

te the over-aili objective, [t may be used 1iF
mmn s are piven, if asrrative desoriptione are B
isctival rabings are combined with narrative
{3} wat - i used when performence is destribed according to E
uren sesmevnts, esch sesment relating to e speeific ovjecvive.
b wev be used iU adjfectivel ratings ave glven, 1Y nayrative
deseriotions ere used, or if edjectivel rstings sre combined i
with narrvetive degeriptlions. E
e 2. Uopies of reports will be submltted es follows: [
1T no copy i
for student i
Format A Originai & 2 B
#ormet B apd O Criginel & 4 Originel & 3
¢ 5 will be sent Lo the Registrar vho will forward the originel ;
m the DTR to the Office or Personnel for 1ts iuelusion in the
evit; ' officiel folder. Two coples of the report and the gtudent's i
DORY m;;s_. be sent by the Registrar to the Training Officer of the i
1k & conponent. Also, except fopr Foroat A reporis, ome copy
will be zent to the Azgessaent and Bealumtion SHalf. B
®. Fech repords will be izbeled TRAINING REPORT and in ths heading will
ine lude:
{1} 7Title of course and sequentisl nunber 3
{2} Dates of course E
{3} Totel nours of insbruction E
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LFFICE woF TRATRIWG

\o/  GURJECT: Treining Reports

(&)

(s)
(6)

{7

Part-time or full-Bime instroaction
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REGULATION NO. 25k 11 May 12902 :

s

e

NMubeyr of students enrolied E

Rawe of student, yesr of birth, month and yesr of hisz
suiry-on-dubty, grade, and gponsoring office.

Sseurity clapsification E

. PBeeh report will conboin an Crjectives-Content and Metheds Sseiicn
and &n A&.i@vmmi' Record Bection.

(l} The Objectives-Content and Method Zection will consist of
LWo paris:

{a)

{v)

Ubjectives-Content: Concise, concrete stetements of
intended student accaapllshment; that is, the major areas
of knowledze, understanding end skills expected of the
student at the corpletion of the instruetion. A sumery
of course subject metier may be included.

Methode of instruction: A brief deseription of the
teaching techniques and their proportionsl emphasis.

The Achiavenent Record Seciion will very in accordsmes with .
the foramt of the report:

{a)

()

If Fornat A 1s used, the Achievement Record Section will
read: 'ihis i & cerbificste of attendence. No record
was made of individual performence in the course.” The
Chief Instructor should note sny irregularities in attend-
ance and may coment on such matiers es the perceptiveness
of questions s&sked by the student and the nabure and extent
of the student's partieipstica in cless activities.

If Forwab B or C 18 msed, the Achievemen’ Record Section
will eontain s deseription of the student's quality of
performance. The narrative dascription will include any
of the following festors determined by the Chief Instrue-
tor to be of sigpificsnee.

1. A statement of the student’s competence in accamplish-
ing each major objective or in mestering each major
ares of subject motter, and of the guelity of his
work in ecwmparison with that of other studsuts in ths
LOTTEE,
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WIBIECY: Treining Reports

2. A stetenent of any specifie strengihs and 1limitn-
ticns the student hed in %@ nastery of oblectives
snd aubject matter.

30 & eomnent o evidanes of ths student's attitude
Loward, sod interest in the courss.

g A stelememt of the method of sppraising the
shudont's performance. (This may be uzed es the
introductica to the Achisvensnt Record Sgetion or
it mey be ineluded in the narrative on the student's
performence. )

6. Adjectivel ratings. Wouen used, the definitions in
Tebie A (Page 5) will apply snd, vhersver feasible,
they will be supported by cuments. NOUB: Thres
ad jectival ratings will bs ussd; Ezcallent, Satis-
fastory and Unsstisfactory. The number of students
receiving esch will be ahown. The individual rating
of 2arh atudent will be ijadicated by an asterisk.

Matings nwed pot be definzd in the report.

8- If & student does not complete & course, m report of incompletiom
will be submitted ¢o the Registrar in am original wnd Pour coples.
The report will comtalin the informeticn fo Paregreph be and a
comunn®. om the reasus for ineawpletion. Wwp the student completes
the course requirmments, & t.rm.ms report will be submitted in
socoriance vith Paragraph b

ho The command line, PR THE DIRECTOR OF TRAYHING, will be shown on
all repoarts. The sigwture of the Chiaf Iustrustor ol ths dste
of the report will appear below the comuand lime.

MATHIES BATRD
Dirvector of Praining

Attachrments: Ssmple Forasts (A, B, & ©)

Distribution:
O - Hey 30
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EFILE OF TRATHYNG REGULATION HO, 25-k 11 May 1962
SUBJECT: Training Reports

TABLE A
DEFISYTICHS OF ADTECTIVAL PATIRGS

EXCELLERT ' Student demonstrzted unusunl capetence in achieving
the ecurse objectives. His understending of the
course combent was wmususliy thorough and perceptive.
there skills were tsught, he developed partievlarly
good facility in their use,

BATISFACTORY Student's achievesent of the course objectives was
conpetent. He Jdemonsireted & good understending of
the course comtemi. Where skills ware taught, he
daveloped basie fmeility in thelr use.

TR ISPACTORY Student did not demoemstrate adequate compstence.
. Although he way have made gome progress he feil short
of the mistmm standsrds for echievement of the course
objestives.
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FORMAT &
Clandsstine Services Review ¥o. ki 23 Oct - 3 Bov 1961
{80 bours, full-tims)
Student s cJohn H. Doe Office : FE
Year of Birth : 1928 Ssxvice Designation : D
Grads 2 G8-12 Fo. of Students s 29
ECD Date : Sept 1956

COURSE OBJECTIVES-CONPERT AND METHODS

This course aims to develop in the Clendestine Services officer
recently returned from the field an up-to-date awareness of the role
of CIA in the U. 8. intelligence collecticn and action effort, with
particular regard to current policies and tremds. Although the focus
is on the Clendestine Services, attention is also given to its rela-
tions with the DD/I snd the ID/S.

The bulk of the course is presented by lectures given by officials
vho ars directly responsidble for the missions, funetions, programe, and
serviees discussed. Esch lecture is followed by a pericd for studente
to direct questions to the speaker. About 20% of the student's course
hours ere scheduled for resding of pertinent regulstions and background
sumaries.

ACHIEVEMENT RECORD

This is & coertificate of attendance. Ho reeord wes mesde of
individual performsnce in the ccurse.

This student was conscientious and regular in sttendance. He was

most attentive. Although he asked only occasiopsl questions of leetur-
ers, those questions he did ask were unususlly perceptive.

FOR THE DIRECTOR OF TRAINING:

QLJ er@ma/ > Bov 1961
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PURMAT B
TRATHIWG REPORT

Survey of Internaitional Commanism No. 11 2b July - 11 Aug 1561
ﬁlE’(} howrs, full-time)

Student ;o dnkw RO Deas Dffice . JOp
Yoar of Bireh @ 1096 service Designation : 3J

Grede oHe-07 No. of Students : 52

EOD Date ¢ Fuiy 1661

COURSE (BIBCTIVES-CONTERT AND METHODS

Yhis course hes three closely related major objectives: {1) to
develor in the student a comprebensive uowledge of the jdeclogy, or-
tenization, snd nethods of intermational Cammunism, coneisting of the
dino-Soviet bloe and of the Jumunist Perties spd associsted crpeniza-
tions In the Tree Wodd; (2) 4o inculeats in the student e thorough
awsreness of the ohellenges and threats fseing the United Hhates and
the rest of the Free World from the objectives, asctivities, end capu-
wilities of interpeiionsl Comnupnism; and (3) to acquaint the student
with the general proplens confropbing CIA in esrrying oul snbi-
Communist operations.

Abont one-half of the coursse was presented by lecture, ons-Tfifth
vas devoted to seminers and demonstrations, one-fifth wes spent in ia-
dividual student rending, smd the remainder wea divided between £ilms
and mep exercises.

ACHIEVEMERT RBCORD

Student achievement was Judtged primarily on the basls of perform-
ance in seninars in whilch students gave oral presentatiouns on selected
discussion toples snd defended their analyses by enswering guestions
put by other mesbers of thelr groups. The nunber of students in a
cumelation of five classes receiving esch adjeetival rabting on over-
gll eourge performance is ghown below. This student's reting iz in-
diveted by the matwrisk,

Unsaticfactory  SatisPectory  Excellent
3 s «)’T&‘ I‘l‘i

Me. Doe demonstyvated competent understendiog of the subject nat-
ter of this gourse. In & fov instences gmps in his knowledge and
Tacts were evident, bub these did not lowsr the guslidy of his over-
2l). performance. h@ vag akillful in handling ouestions others put to
him.

FOR THE DIRECTOR OF TRAINING:

o
£ a,,,,«_cf'&.x. f"j Amw&é,.—_ 18 get 1961
(, "b:ief‘ Instmegfo;[ Dot
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FORMAT C

TRATHING REPCRT

Intelligence Reseorch (Techniques) Ho. 11 1}, Sept - 20 Oct 1961
TG hours, pers-tine

Student : John H. Doe Office : CER
Year of Birth : 1930 Service Designation : IR
Gradz s+ G8-09 Fo. of Studenis s 9
EOD : Eov 1960

COURSE OBJECTIVES-CONIENRE AED METHODS

™is course, designed for the analyst who has been engaged in in-
telligence rescarch for wore than six months, aims ¢o increass his cap-
sbility by (a) decpening his wnderstanding of the philosophy of
intelligence resesrch sud (b) inereasing hisz proficiency im ths use of
vesoarch fecilities and techniques.

Aboat 60% of the student's ecourse time is spent ou prectical
written essignments smd exerclses. Mhece comprise sn individuol re-
seayeh project spproved by the gtudent's dosk superviscr snd other
exercizss based largsly cn published CIA veports. The courae also
ineludns cless discussions sod readings in a test tellor-made Lor the

STUTHS .

ERE RECORD

The sdjectival yabing and cenments on this student for each major
srea of the course ave derived from an evaluntion of his vork om bis
indsvidual project, on the other exercises, snd on the final examinm~
tion, Compevetive judgments take into eccount students in preceding
elpsoes 28 well es the prosent ono.

Research Philesophy ond Plenning

$he evaluabicn in this avea is besed on the student's preparation
of terms of reference ond of project work schedules end on evidence of
inerensed underctending of the role of resserch analyets ia fulfilling
Agewcy goels.

¥r. Doe's work in this erea w8 patisfectory, elthough he wos
emong the lowast in the class. His cutlines had & tendency to be s
1ist of poriially overiupping iteme rather than an orgenived list of
mguslly sxclusive topics.

(over)
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Information Repositories

He acquired an excellent knowledge of the facilities end functions
of informastion repositories; he was second highest in the class. He
also demonstrated excellent judgment in the use of the repositories in
support of research. :

Inforwation Collection Progreams

Mr, Doe's work in this sres was excellent. His knoviledge of eol-
lection organizations and their functions vas the best in the clsss.
Because of wesk background statements snd certein deficiencies in writ-
ing specifie reguirements, he wes definitely below average in writing
collection requirements for his individusl project sad for the final
exemination.

The Analyticel Process

Although below average, his work wes satisfactory in applying the
analyticel process to the class exercises, which included both quenti-
tative and non-quantitative data, teken for the most vart from published
CIA reports.

Mechanics of Report Preparation

Emphagis in evalusting the work in this erea is placed on the
underlying thought process rather thsn on the quality of the product
as a piece of writing. He demonstrated excellent accuracy and Judg- V
ment in selecting and organizing meterial for inclusion 4in summeries
and conclusions based on ORR reports.

Genersl Comments

Mr. Doe's over-all performence was on the borderline between sak-
isfactory and excellent, which is typical of the majorlty of students.

FOR THE DIRECTOR OF TRAINING:

7 R[0Sy

‘ 7 Chief Instructor Date

§-E~C-R-E~T
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